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Mei-Lan Deng is the pharmacy director at a major metropolitan hospital. One morning, after responding to her usual flurry of new e-mail messages, Mei-Lan greeted a pharmaceutical sales rep who had dropped by to discuss a new pain medication the FDA had recently approved for use. She looked through the materials the salesperson brought along, asked numerous questions about how the drug could be used with her hospital’s patient population, and took careful notes.


Later that morning, Mei-Lan decided to review the PowerPoint slides for the lunch talk she would be giving in a couple of hours. It was her turn to address a group of pharmacists from area hospitals who met monthly to share ideas. She ​double-checked the slides on her laptop. They looked terrific, and she knew she could use them again when she spoke to her hospital’s administrative council the next week.


The lunch talk went well, and Mei-Lan was back in her office in time for a two ​o’clock department meeting. She wanted to get her staff members’ thoughts on the new pain medication, so she passed around the materials she had received that morning and answered questions based on the notes she had taken.


Back at her desk, Mei-Lan switched on her computer and groaned—20 new messages! What a relief when she realized half were from members of her lunch group, congratulating her on her “fascinating” talk and asking her to e-mail them copies of her “very informative” slides.

Mei-Lan doesn’t consider herself a “public speaker,” but much of her job involves absorbing and communicating information clearly and effectively. Although Mei-Lan is just a single person, her experience is not unusual. In one survey, graduates from five U.S. colleges were asked to rank the speech skills most important to their jobs. They rated informative speaking number one.1 In another survey, 62 percent of the respondents said they used informative speaking “almost constantly.”2

Public speaking to inform occurs in a wide range of everyday situations. What kinds of people make informative speeches? The business manager explaining next year’s budget. The architect reviewing plans for a new building. The military officer briefing subordinates. The union leader informing members about details of a new contract. The church worker outlining plans for a fund drive. The teacher in a classroom. There are endless situations in which people need to inform others. Competence in this form of communication will prove valuable to you throughout your life.


One of your first classroom assignments probably will be to deliver an informative speech in which you will act as a lecturer or teacher. You may describe an object, show how something works, report on an event, explain a concept. Your aim will be to convey knowledge and understanding—not to advocate a cause. Your speech will be judged in light of three general ​criteria:

Is the information communicated accurately?

Is the information communicated clearly?

Is the information made meaningful and interesting to the audience?

Informative speech: a speech designed to convey knowledge and understanding.
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In this chapter, we will look at four types of informative speeches and the basic principles of informative speaking. Along the way, we will apply various general principles discussed in previous chapters.

Types of Informative Speeches: Analysis and Organization

There are many ways to classify informative speeches. Here we focus on the four kinds of informative speeches you are most likely to give in your speech class: (1) speeches about objects, (2) speeches about processes, (3) speeches about events, and (4) speeches about concepts. These are not hard-and-fast categories, but they provide an effective method of analyzing and organizing informative speeches.

Speeches About Objects

As the word is used here, “objects” include anything that is visible, ​tangible, and stable in form. Objects may have moving parts or be alive; they may ​include places, structures, animals, even people. Here are examples of subjects for speeches about objects:

	Sitting Bull
	subways

	Grand Canyon
	stock market

	the human eye
	Elizabeth Cady Stanton

	seaweed
	digital cameras

	comic strips
	U.S. Army



You will not have time to tell your classmates everything about any of these subjects. Instead, you will choose a specific purpose that focuses on one aspect of your subject. Working from the topics presented above, the following are examples of good specific purpose statements for informative speeches about objects:

To inform my audience about the social functions of comic strips.

To inform my audience about the geological features of the Grand Canyon.

To inform my audience about the role of Elizabeth Cady Stanton in the U.S. women’s rights movement.

To inform my audience what to look for when buying a digital camera.

To inform my audience about the commercial uses of seaweed.


Notice how precise these statements are. As we saw in Chapter 4, you should select a specific purpose that is not too broad to achieve in the allotted time. “To inform my audience about cameras” is far too general for a 
Object: anything that is visible, tangible, and stable in form.
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classroom speech. “To inform my audience what to look for when buying a digital camera” is more exact and is a purpose you could reasonably hope to achieve in a brief talk.


If your specific purpose is to explain the history or evolution of your subject, you will put your speech in chronological order. For example:

Specific Purpose:
To inform my audience about the major achievements of Frederick Douglass.

Central Idea:
Although born in slavery, Frederick Douglass became one of the greatest figures in American history.

Main Points:
I. Douglass spent the first 20 years of his life as a slave in Maryland.

II. After escaping to the North, Douglass became a leader in the abolitionist movement to end slavery.

III. During the Civil War, Douglass helped establish black regiments in the Union Army.


IV. After the war, Douglass was a tireless champion of equal rights for his race.


If your specific purpose is to describe the main features of your subject, you may organize your speech in spatial order:

Specific Purpose:
To inform my audience about the major land regions in Spain.

Central Idea:
There are five major land regions in Spain.

Main Points:
I. The Northern Mountains extend across northernmost Spain from the Atlantic Ocean to the Coastal Plains.

II. The Ebro Basin consists of broad plains that extend along the Ebro River in northeastern Spain.

III. The Coastal Plains stretch along Spain’s entire east coast.

IV. The Guadalquivir Basin is a dry but extremely fertile region in southern Spain.


V. The Meseta is a huge plateau that covers central Spain.


As often as not, you will find that speeches about objects fall into ​topical order. Here is an example:

Specific Purpose:
To inform my audience about the major alternative-fuel cars now being developed.

Central Idea:
The major alternative-fuel cars now being developed are powered by electricity, natural gas, methanol, or hydrogen.

Main Points:
I. One kind of alternative-fuel car is powered by electricity.
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II. A second kind of alternative-fuel car is powered by natural gas.

III. A third kind of alternative-fuel car is powered by methanol.


IV.
A fourth kind of alternative-fuel car is powered by hydrogen.


No matter which of these organizational methods you use—​chronological, spatial, or topical—be sure to follow the guidelines discussed in Chapter 8: (1) limit your speech to between two and five main points; (2) keep main points separate; (3) try to use the same pattern of wording for all main points; (4) balance the amount of time devoted to each main point.

Speeches About Processes

A process is a systematic series of actions that leads to a specific result or product. Speeches about processes explain how something is made, how something is done, or how something works. Here are examples of good specific purpose statements for speeches about processes:

To inform my audience how hurricanes develop.

To inform my audience how to write an effective job resumé.

To inform my audience how to save people from drowning.

To inform my audience how oriental rugs are made.

To inform my audience how to perform Pilates exercises.


As these examples suggest, there are two kinds of informative speeches about processes. One kind explains a process so that listeners will understand it better. Your goal in this kind of speech is to have your audience know the steps of the process and how they relate to one another. If your specific purpose is “To inform my audience how underwater robots work,” you will explain the basic tasks and mechanisms of underwater ​robots. You will not instruct your listeners on how they can operate an underwater ​robot.


A second kind of speech explains a process so listeners will be better able to perform the process themselves. Your goal in this kind of speech is to have the audience learn a particular skill. Suppose your specific purpose is “To inform my audience how to take pictures like a professional photographer.” You will present the basic techniques of professional photography and show your listeners how they can utilize those techniques. You want the audience to be able to use the techniques as a result of your speech.


Both kinds of speeches about processes may require visual aids. At the very least, you should prepare a chart outlining the steps or techniques of your process. In some cases you will need to demonstrate the steps or ​techniques by performing them in front of your audience. One student did sleight-of-hand magic tricks to show the techniques behind them. Another acted out the basic methods of mime. Yet another executed elementary tai chi maneuvers. In each case, the demonstration not only clarified the 
Process: a systematic series of actions that leads to a specific result or product.

370

CHAPTER 14
Speaking to Inform
speaker’s process, but captivated the audience as well. (If you are using visual aids of any kind, be sure to review Chapter 13 before your speech.)


When informing about a process, you will usually arrange your speech in chronological order, explaining the process step by step from beginning to end. For example:

Specific Purpose:
To inform my audience of the major steps in the classic Japanese tea ceremony.

Central Idea:
There are five major steps in the classic Japanese tea ceremony.

Main Points:
I. First, the guests approach the teahouse, taking time on the way to purify their   hands.

II. Second, the guests enter the teahouse, admire the hanging scroll and the vase with a flower arrangement, and seat themselves.

III. Third, the tea master prepares a bowl of tea for each guest, following the prescribed ritual.

IV. Fourth, each guest in turn takes exactly three and a half sips of tea.

V. Fifth, the guests admire the tea implements, admire the interior of the teahouse, and depart.


Sometimes, rather than leading your audience through a process step by step, you will focus on the major principles or techniques involved in performing the process. Then you will organize your speech in topical order. Each main point will deal with a separate principle or technique. For example:

Specific Purpose:
To inform my audience of the common methods used by stage magicians to perform their tricks.

Central Idea:
Stage magicians use two common methods to perform their tricks—mechanical devices and sleight of hand.

Main Points:
I. Many magic tricks rely on mechanical devices that may require little skill by the magician.


II. Other magic tricks depend on the magician’s skill in fooling people by sleight-of-hand manipulation.


Concise organization is especially important in speeches about processes. You must make sure each step in the process is clear and easy to follow. If your process has more than four or five steps, group the steps into units so as to limit the number of main points. Otherwise, you will have too many main points for listeners to grasp and recall. For example, in a speech explaining how to set up a home aquarium, a student presented the following main points:


I.
First you must choose the size of your tank.


II.
Then you must determine the shape of your tank.


III.
You must also decide how much you can afford to pay for a tank.


IV.
Once you have the tank, you need a filter system.


V.
A heater is also absolutely necessary.
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VI.
You must also get an air pump.


VII.
Once this is done, you need to choose gravel for the tank.


VIII.
You will also need plants.


IX.
Other decorations will round out the effects of your aquarium.


X.
Now you are ready to add the fish.


XI.
Freshwater fish are the most common.


XII.
Saltwater fish are more expensive and require special care.

Not surprisingly, this was too much for the audience to follow. The speaker should have organized the points something like this:


I.
The first step in establishing a home aquarium is choosing a tank.


A.
‑The size of the tank is important.


B.
‑The shape of the tank is important.


C.
‑The cost of the tank is important.


II.
The second step in establishing a home aquarium is equipping the tank.


A.
‑You will need a filter system.


B.
‑You will need a heater.


C.
‑You will need an air pump.


D.
‑You will need gravel.


E.
‑You will need plants.


F.
‑You may also want other decorations.


III.
The third step in establishing a home aquarium is adding the fish.


A.
‑Freshwater fish are the most common for home aquariums.


B.
‑Saltwater fish are more expensive and require special care.

Caption:

Informative speeches can be organized in many ways. A speech explaining the major steps in the classic Japanese tea ceremony would most likely be structured chronologically.
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As you can see, the subpoints cover the same territory as that originally covered by the twelve main points. But three main points are much easier to understand and remember than twelve.

Speeches About Events

The Random House Dictionary defines an event as “anything that happens or is regarded as happening.” By this definition, the following are examples of suitable subjects for informative speeches about events:

	Holocaust
	mountain climbing

	civil rights movement
	Paralympics

	figure skating
	job interviews

	Cinco de Mayo
	therapeutic massage

	attention deficit disorder
	Battle of Little Big Horn



As usual, you will need to narrow your focus and pick a specific purpose you can accomplish in a short speech. Here are examples of good specific purpose statements for informative speeches about events:

To inform my audience about the equipment used in mountain climbing.

To inform my audience of the festivities at Mexico’s Cinco de Mayo celebration.

To inform my audience about what happened at the Battle of Little Big Horn.

To inform my audience about the techniques of therapeutic massage.

To inform my audience about the experience of working on an archaeological dig.


As you can see, there are many ways to discuss events. If your specific purpose is to recount the history of an event, you will organize your speech in chronological order, relating the incidents one after another in the order they occurred. For example:

Specific Purpose:
To inform my audience about the history of the disability rights movement.

Central Idea:
The disability rights movement has made major strides during the past 40 years.

Main Points:
I.
 The disability rights movement began in Berkeley, California, during the mid-1960s.


II. The movement achieved its first major victory in 1973 with passage of the federal Rehabilitation Act.


III. The movement reached another milestone in 1990 when Congress approved the Americans with Disabilities Act.



IV. Today the movement is spreading to countries beyond the United States.

Event: anything that happens or is regarded as happening.
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The Internet Connection

Do you need quick access to facts about your informative speech topic? Log on to the Internet Public Library’s Subject Collection (www.ipl.org/div/ subject/), which offers links to a wide range of high-quality resources chosen for their accurate and reliable information.


If you are giving an informative speech on a topic with multicultural dimensions, you may find the following websites useful:

Yahoo Regional  (www.yahoo.com/Regional/)

WWW Virtual Library: American Indians  (www.hanksville.org/NAresources)

Asian American Resources  (www.ai.mit.edu/ people/irie/aar/)

Latino/Hispanic Resources  (www-rcf.usc.edu/~cmmr/Latino.html)

African American Web Connection  (www.aawc.com) 


Instead of recounting the history of an event, you might take a more analytical approach and explain its causes and/or effects. In such a case, you will organize your speech in causal order. Let’s say your specific purpose is “To inform my audience why so many lives were lost when the ‘unsinkable’ ocean liner Titanic sank.” Working from cause to effect, your outline might look like this:

Specific Purpose:
To inform my audience why so many lives were lost when the “unsinkable” ocean liner Titanic sank.

Central Idea:
Inability to remove the passengers and crew from the doomed Titanic caused the death of more than two-thirds of those on board.

Main Points:
I.
 There were two major causes for the great loss of life when the Titanic went down.

A. The Titanic carried insufficient lifeboats for the number of people on board.

B. On the ship Californian, which was nearby, the radio operator had shut down the radio and gone to sleep.



II. The effects of these two situations were disastrous.

A. When all usable lifeboats had been filled, more than 1,500 people remained on board the Titanic.

B.
The Californian, unaware of the distress signal, steamed on while the Titanic went to the bottom.

You can link to these websites at www.mhhe.com/lucas8.

Online Learning Center
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There are other ways to deal with an event besides telling what ​happened or why it happened. Indeed, you can approach an event from almost any angle or combination of angles—features, origins, implications, benefits, ​future developments, and so forth. In such cases, you will put your speech together in topical order. And you should make sure your main points subdivide the subject logically and consistently. For ​instance:

Specific Purpose:
To inform my audience about the four traditional events in women’s gymnastics.

Central Idea:
The four traditional events in women’s gymnastics are floor exercise, vault, balance beam, and uneven parallel bars.

Main Points:
I.
The floor exercise combines dancing, acrobatics, and tumbling.

II.
The vault features explosive strength and dramatic midair maneuvers.

III.
The balance beam requires precise routines and perfect coordination.

IV.
The uneven parallel bars demand great strength, flexibility, and agility.

Speeches About Concepts

Concepts include beliefs, theories, ideas, principles, and the like. They are more abstract than objects, processes, or events. The following are some examples of subjects for speeches about concepts:

	Confucianism
	film theory

	philosophies of education
	principles of feminism

	original-intent doctrine
	Afrocentrism

	concepts of science
	theories of psychology

	religious beliefs
	international law



Taking a few of these general subjects, here are some specific purpose statements for speeches about concepts:

To inform my audience about the basic principles of Afrocentrism.

To inform my audience about the doctrine of original intent in constitutional interpretation.

To inform my audience about the different philosophies of family in China and the United States.

To inform my audience about the concept of patriarchy in feminist thought.

To inform my audience about the major principles of film theory.

Concept: a belief, theory, idea, notion, principle, or the like.
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Speeches about concepts are usually organized in topical order. One common approach is to enumerate the main features or aspects of your concept. For example:

Specific Purpose:
To inform my audience about the basic principles of Afrocentrism.

Central Idea:
The basic principles of Afrocentrism have a theoretical and a practical dimension.

Main Points:
I. The theoretical dimension of Afrocentrism looks at historical and social events from an African rather than a European perspective.


II. The practical dimension of Afrocentrism calls for reforming the school curriculum to fit the needs and cultural experiences of African-American children.


A more complex approach is to define the concept you are dealing with, identify its major elements, and illustrate it with specific examples. An excellent instance of this came in a student speech about Islam:

Specific Purpose:
To inform my audience of the basic principles of Islam.

Central Idea:
The beliefs of Islam can be traced to the prophet Muhammad, are written in the Koran, and have produced a number of sects.

Main Points:
I. Islam was founded by the prophet Muhammad in the early 600s.

II. The teachings of Islam are written in the Koran, the holy book of Islam.


III. Today Islam is divided into a number of sects, the largest of which are the Sunnis and the Shiites.


Yet another approach is to explain competing schools of thought about the same subject. For example:

Specific Purpose:
To inform my audience of the major arguments for and against taxing online commerce.

Central Idea:
Supporters and opponents of taxing online commerce both have legitimate economic arguments.

Main Points:
I. Supporters of taxing online commerce maintain that exempting it from taxation gives it an unfair competitive advantage over traditional stores.


II. Opponents of taxing online commerce maintain that subjecting it to taxation could hamper the development of business on the Internet.


As you can see from these examples, speeches about concepts are often more complex than other kinds of informative speeches. Concepts are abstract 
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and can be very hard to explain to someone who is learning about them for the first time. When explaining concepts, pay special attention to avoiding technical language, to defining terms clearly, and to using ​examples and comparisons to illustrate the concepts and make them understandable to your ​listeners.


Look, for example, at CD 1, Video 14.1, which presents an excerpt from a student speech about the ancient Chinese art of feng shui. Notice how clearly the student defines feng shui and then explains the concept of chi, which is the most important factor in feng shui. If you give an informative speech about a concept, give special thought to how you can make that ​concept clear and comprehensible to your listeners.


The lines dividing speeches about objects, processes, events, and concepts are not absolute. Some subjects could fit into more than one category, depending on how you develop the speech. You could treat the Declaration of Independence as an object—by explaining its history and its role in the American Revolution. Or you could deal with the meaning of the Declaration, in which case you would be speaking about a concept—an idea bound up with freedom and democracy.


To take another example, a speech about the destruction of ancient Pompeii by the eruption of Mount Vesuvius would probably deal with its subject as an event, but a speech on what causes volcanoes to erupt would most likely treat its subject as a process. The important step is to decide how you will handle your subject—as an object, a process, an event, or a concept. Once you do that, you can develop the speech accordingly.


One final word about organizing your informative speech: Regardless of which method of organization you use, be sure to give your listeners plenty of help in sorting out facts and ideas during the speech. One way is by ​using enough transitions, internal previews, internal summaries, and signposts (see Chapter 8). Another way is to follow the old maxim: “Tell ’em what you’re going to say; say it; then tell ’em what you’ve said.” In other words, preview the main points of your speech in the introduction, and summarize them in the conclusion. This will make your speech not only easier to understand but also easier to remember.

Guidelines for Informative Speaking

All the previous chapters of this book relate to the principles of ​informative speaking. Choosing a topic and specific purpose, analyzing the audience, gathering materials, choosing supporting details, organizing the speech, ​using words to communicate meaning, delivering the speech—all of these must be done effectively if your informative speech is to be a success. Here we emphasize five points that will help you avoid the mistakes that plague many informative speakers.

Don’t Overestimate What the Audience Knows

In a speech about meteorology, a student said, “If modern methods of weather forecasting had existed in 1900, the Galveston hurricane disaster would never have taken place.” Then he was off to other matters, leaving 
View an excerpt from Elizabeth Elegant, “Feng Shui.”

CD 1: Video 14.1
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his listeners to puzzle over what the Galveston hurricane was, when it happened, and what kind of destruction it wreaked.


The speaker assumed that the audience already knew these things. But his classmates were not experts on meteorology or on American history. Even those who had heard of the hurricane had only a fuzzy notion of it. Some were not even sure about the location of Galveston. Only the speaker knew that the hurricane, which killed more than 6,000 people when it ​unexpectedly struck Galveston, Texas, on September 8, 1900, is still the deadliest natural disaster in American history.


As many speakers have discovered, it is easy to overestimate the audience’s stock of information. In most informative speeches, your listeners will be only vaguely knowledgeable (at best) about the details of your topic. (Otherwise, there would not be much need for an informative speech!) Therefore, you must lead your listeners step by step, without any shortcuts. You cannot assume they will know what you mean. Rather, you must be sure to explain everything so thoroughly that they cannot help but understand. As you work on your speech, always consider whether it will be clear to someone who is hearing about the topic for the first time.


Suppose you are talking about the protective tariff. Although many of your classmates might have heard of the protective tariff, you cannot ​assume they have a firm grasp of it. So you should start by telling them what it is. How will you tell them? Here’s one way:


A protective tariff is a form of customs duty. It is a tax on imported goods, but it differs from other taxes in that its primary purpose is not financial but economic—not to increase a nation’s revenue but to protect its domestic industry from foreign competition.

Caption:

The principle of informative speaking are applicable to a wide range of situations. Here a traditional Aleut storyteller explains his craft to young Aleut people on the Alaskan coast.
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To someone who knows a lot about business and commerce this is perfectly clear. But someone who does not will probably get lost along the way. The tone of the statement is that of a speaker reviewing information already ​familiar to the audience—not of a speaker introducing new ​information.


Here, in contrast, is another explanation of protective tariffs:


What is a protective tariff? Let me explain with an example.


Suppose your business manufactures automobile tires. So does a company in Malaysia. But because of the cost of labor, that company can sell its tires cheaper here than you can. As a result, you are going bankrupt.


So you appeal to the government for help. The government sets up a tariff to protect you from being ruined by the cheap foreign tires. This means that the government puts a tariff—a tax—on every car tire that comes into the U.S. for sale from Malaysia. If the tariff is high enough, the tires from Malaysia will now be more expensive than yours.


Your business has been protected by the tariff. Hence the name, protective ​tariff.3
This statement is clear and simple. Its tone is that of a teacher unraveling a new subject.


Is it too simple? Will your classmates feel as if you are talking down to them? Almost certainly not. Many students hesitate to speak simply because they are afraid they will sound simpleminded. They think they need big words and complicated sentences to sound intelligent. But nothing could be farther from the truth. The test of a good speaker is to communicate even the most complex ideas clearly and simply. Anyone can go to a book and find a learned-sounding definition of a protective tariff like the one above. But to say in plain English what a protective tariff is—that takes hard work and creative ​thinking.


Also, remember that readers can study a printed passage again and again until they extract its meaning, but listeners don’t have that luxury. They must understand what you say in the time it takes you to say it. The more you assume they know about the topic, the greater your chances of being misunderstood.


If you have circulated a questionnaire among your listeners before the speech (see Chapter 5, pages 125–128), you should have a good idea of their knowledge about the topic. If not, you will usually do better to aim for the low end of the knowledge spectrum. Some experts recommend preparing a speech as if the audience had never heard of the subject. That may be a bit extreme, but it is one way to make sure you define every special term, clarify every idea, illustrate every concept, and support every conclusion. You cannot go wrong by following the news reporters’ code: “Never overestimate the information of your audience; never underestimate the intelligence of your audience.”

Relate the Subject Directly to the Audience


The British dramatist Oscar Wilde arrived at his club after the disastrous opening-night performance of his new play.


“Oscar, how did your play go?” asked a friend.


“Oh,” Wilde quipped, “the play was a great success, but the audience was a ​failure.”
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Speakers have been known to give much the same answer in saving face after a dismal informative speech. “Oh,” they say, “the speech was fine, but the audience just wasn’t interested.” And they are at least partly right—the audience wasn’t interested. Then was the speech fine? Not by any objective standard. A speech is measured by its impact on a particular audience. There is no such thing as a fine speech that puts people to sleep. It is the speaker’s job to get listeners interested—and to keep them interested.


Informative speakers have one big hurdle to overcome. They must recognize that what is fascinating to them may not be fascinating to everybody. A mathematician, for example, might be truly enthralled by a perfect equation, but most people wouldn’t want to hear about it. Once you have chosen a topic that could possibly be interesting to your listeners, you should take special steps to relate it to them. You should tie it in with their interests and concerns.


Start in the introduction. Instead of saying,


I want to talk with you about stress.

you could say,


Do you get butterflies in your stomach when you have to give a speech? Can you feel your blood pressure rising when you have an argument with your roommate, spouse, or partner? Are you worried sick about finishing the paper you’ve been ​putting off all week? If so, you have experienced the symptoms of stress.


Get your audience involved right at the beginning. Notice how one student did this in her informative speech about Mother Teresa. The speaker’s classmates had all heard of Mother Teresa, but the speaker wanted to relate the subject to them on a more personal basis. She began by saying:


Imagine you are a small child lying on the dirt roads of Calcutta, India. You are severely dehydrated because no one you ask will offer you some of their water. You are weak and malnourished because you have not eaten for days. You are hysterically and painfully coughing from your tuberculosis. You have no family, no friends, and, it seems, no future.


As you begin to shut your eyes, gentle but strong arms reach out and pick you up off the dirt road. You regain enough strength to focus your eyes on the face before you. Her face is wrinkled with age and love and is like a ray of light in your dark world.


This is a familiar story for the many poor and needy of India who were touched by Mother Teresa.


Don’t stop with the introduction. Whenever you can, put your listeners into the body of the speech. After all, nothing interests people more than themselves. Don’t just rattle off statistics and concepts as if you were ​reciting a shopping list. Find ways to talk about your topic in terms of your ​listeners. Bring your material home to them. Get it as close to them as possible.

View this excerpt from the Mei Chu, “Mother of Love.”

CD 1: Video 14.2
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Here’s an example. Let’s say you are explaining how people can ​discover whether they are “secret southpaws”—that is, people who are naturally left-handed but who have grown up preferring the right hand because they were taught to use it as a child. You have plenty of facts and could recite them like this:


According to Science magazine, half of all people who are naturally left-handed assume they are right-handed because that is the hand they use to eat, to write, and to play sports. But how can it be determined whether one is a natural southpaw? According to Abram Blau, author of The Master Hand, there are a number of simple tests. For one thing, most natural left-handers can write spontaneously backward or upside down with the left hand. For another, when left-handers clasp their hands in front of themselves, they usually place the left thumb on top. In contrast, when left-handers grab a broom, they normally place their left hand below the right. Finally, when using the right hand, natural left-handers will draw a circle clockwise, while natural ​right-handers will draw it counterclockwise. People who give a left-handed response on three or more of these tests may well be secret southpaws.4

This is fascinating information, but it is not made fascinating to the audience. Let’s try again:


Just because you use your right hand to eat, to write, and to play sports, you may assume you are naturally right-handed. But, says Science magazine, half of all people who are naturally left-handed grow up using their right hands. How can you tell if you are a natural lefty? Dr. Abram Blau, author of The Master Hand, gives some tests you can try.


First, on a sheet of paper see if you can write backward or upside down with your left hand. If you are left-handed, you can probably do this spontaneously, without practice or training.


Second, clasp your hands in front of you; whichever thumb you place on top usually indicates your dominant hand.


Third, grab hold of a broomstick. Odds are you will place your dominant hand on the bottom.


Finally, draw a circle on a piece of paper with your right hand. If you draw it counterclockwise, you are probably a natural right-hander. But if you draw it clockwise, you are very likely a natural lefty.


If you test left-handed on three of these tests, there is a good chance you are a ​secret southpaw.

Look at the frequent use of “you” and “your.” The facts are the same, but now they are pointed directly at the audience. This is the kind of thing that gets listeners to sit up and pay attention.

Don’t Be Too Technical

What does it mean to say that an informative speech is too technical? It may mean the subject matter is too specialized for the audience. Any subject can be popularized—but only up to a point. The important thing for a speaker to know is what can be explained to an ordinary audience and what ​cannot.


Say your subject is electronic amplifiers. It’s no trick to demonstrate how to operate an amplifier (how to turn it on and off, adjust the volume, set the tone and balance controls). It’s also relatively easy to explain what an ​amplifier 
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does (it boosts the sound received from a radio, CD player, or live ​performance). But to give a full scientific account of how an amplifier works—that is another matter. It cannot be done in any reasonable time ​unless the audience knows the principles of audio technology. You would be better off not even trying. The material is just too technical to be understood by a general audience.


Even when the subject matter is not technical, the language used to ​explain it may be. Every activity has its jargon. This is true of golf (bogey, wedge, match play); of chemistry (colloid, glycogen, heavy water); of photography (aperture, f-stop, depth of field); of ballet (arabesque, jeté, pas de deux). If you are talking to a group of specialists, you can use technical words and be understood. But you must do all you can to avoid technical words when informing a general audience such as your speech class.


You may find this hard to do at first. Many people are so addicted to the lingo of their subject that they have trouble escaping it. As you give more speeches, though, you will become increasingly adept at expressing your ideas in everyday, nontechnical language.


Here, for instance, are two statements explaining the process of ​cryonics, which involves freezing people after death in the hope that medical science will be able to restore them to life in the future. The first is heavily laden with specialized language that would have little impact on ordinary ​listeners:


Options for cryonic suspension include freezing the subject’s head or complete body. In either case, the process entails complex scientific procedures that, for maximum functionality, must be implemented immediately upon the cessation of biological functioning. Measures must be taken to minimize tissue decomposition so as to ensure that the subject can be successfully resuscitated at some undetermined future period.


The second statement is perfectly understandable. It is from the speech on cyronics reprinted at the end of this chapter, and it shows how technical information can be made clear to the average person:


Currently, when a person who has signed up to be cryonically suspended dies, a specific procedure, which was outlined in the book Cryonics: Reaching for Tomorrow, must be carried out.


First, before death, an individual must decide whether to have his or her entire body frozen or just the head. If the whole body is to be frozen, it must be preserved upon death. Immediately after death—ideally within a matter of minutes—the patient is connected to a heart-lung machine and chemicals such as glucose and heparin are circulated with the oxygenated blood to help minimize the freezing damage. At the same time, the patient’s internal temperature is reduced as quickly as possible using cold packs.


If only the head will be frozen, a slightly different procedure must be carried out. The head must be surgically detached from the rest of the body and preserved in a separate container. You may be wondering, “Why would I preserve only my head?” The answer is, with some diseases the body is in a very poor condition. If this is the case and you choose to preserve your head only, you do so with the belief that medical science will be able to create a healthy new body for you in the future.


Much clearer, isn’t it? The only specialized words in the whole passage are “glucose,” “heparin,” and “oxygenated blood,” and they do not get in the way. The rest of the language is straightforward, the ideas easy to grasp. This is what you should strive for in your informative speeches.

Jargon:  the specialized or technical language of a trade, profession, or similar group.

View this excerpt from Jayne Richter, “Cryonics.”

CD 1: Video 14.3

382
CHAPTER 14
Speaking to Inform
Avoid Abstractions

“My task,” said the novelist Joseph Conrad, “is, before all, to make you see.” And make the reader see is just what Conrad did. Witness this passage, in which Conrad describes the aftermath of an explosion aboard a ship:


The first person I saw was Mahon, with eyes like saucers, his mouth open, and the long white hair standing straight on end round his head like a silver halo. He was just about to go down when the sight of the main deck stirring, heaving up, and changing into splinters before his eyes, petrified him on the top step. I stared at him in unbelief, and he stared at me with a queer kind of shocked curiosity. I did not know that I had no hair, no eyebrows, no eyelashes, that my young mustache was burnt off, that my face was black, one cheek laid open, my nose cut, and my chin bleeding.5

A speech is not a novel. Still, too many abstractions are tedious—whether in a novel or in a speech. Many informative speeches would be vastly improved by the novelist’s bent for color, specificity, and detail.


One way to avoid abstractions is through description. When we think of description, we usually think of external events such as the explosion described by Conrad. But description is also used to communicate internal feelings. Here is how one student tried to convey to his audience the ​sensations he experienced when he first began sky diving:


As we wait for the plane to climb to the jump altitude of 12,000 feet, my mind races with a frenzied jumble of thoughts: “Okay, this is the moment you’ve been ​waiting for. It’s going to be great. Am I really going to jump out of an airplane from 12,000 feet? What if something goes wrong? Can I still back out? Come on now, don’t worry. It’ll be fine.”

Even if we have not been sky diving, we have all had the same kinds of emotions on similar occasions. So what happened next?


Now it is time to jump. My palms are sweating and my heart is pounding so hard I think it may burst. “Get ready,” yells the instructor. As I jump into the blue, I ​wonder, “What am I doing here?”

Yes—and then what?


The blast of air resistance blows me backward like a leaf at the mercy of an ​autumn wind. In about 10 seconds my body levels out and accelerates to a speed of 120 miles an hour. The air supports my body like an invisible flying carpet. There is no sound except for the wind rushing around my face. The earth appears soft and green, rivers look like strips of silver, and in every direction the scenery forms a panoramic landscape. Any fears or doubts I had are gone in the exhilaration of free flight. Every nerve in my body is alive with sensation; yet I am overcome by a peaceful feeling and the sense that I am at one with the sky.

As we listen to the speaker, we are almost up there with him, sharing his thoughts, feeling his heart pound, joining his exhilaration as he floats ​effortlessly through the sky. The vivid description lends reality to the speech and draws us further in.

Description: a statement that depicts a person, event, idea, or the like with clarity and vividness.
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Another way to escape abstractions is with comparisons that put your subject in concrete, familiar terms. Do you want to convey what would ​happen if a comet or large asteroid struck the earth? You could say this:


If a comet or large asteroid struck the earth, the impact would be devastating.

True, but “the impact would be devastating” is vague and abstract. It does not communicate your meaning clearly and concretely. Now suppose you add this:


To give you an idea how devastating the impact would be, it would be like all the nuclear bombs in the world going off at one spot.

Now you have made the abstract specific and given us a sharp new slant on things.


Like comparison, contrast can put an idea into concrete terms. Suppose you want to make the point that a person’s chances of winning a state lottery are extremely low. You could say, “The odds, for example, of winning a state lottery are an astronomical 7 million to 1.” The word “astronomical” suggests that you consider 7 million to 1 long odds, but long in ​comparison to what? One speaker offered this contrast:


The odds of picking the correct six-digit sequence in a typical state lottery are more than 7 million to 1. In contrast, the odds of getting hit by lightning are only 2 million to 1. The chances of being dealt a royal flush in a poker game are 650,000 to 1. The odds of dying in an automobile accident are about 6,000 to 1. In other words, the odds are much stronger that you will get hit by lightning or be killed in a car crash than that you will win the jackpot in a state lottery.

Caption:
Whatever the situation, effective informative speakers work on communicating their ideas in clear, nontechnical language that relates the topic to their listeners’ knowledge and interests.

Comparison: a statement of the similarities among two or more people, events, ideas, etc.

Contrast: a statement of the differences among two or more people, events, ideas, etc.
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Now an abstract fact has been put into meaningful perspective. See if you can do something similar in your informative speech.

Personalize Your Ideas

Listeners want to be entertained as they are being enlightened.6 Nothing takes the edge off an informative speech more than an unbroken string of facts and figures. And nothing enlivens a speech more than personal illustrations. Remember, people are interested in people. They react to stories, not statistics. Whenever possible, you should try to personalize your ideas and dramatize them in human terms.


Let’s say you are talking about anorexia nervosa, the eating disorder that affects millions of young women in the United States. You would surely note that 1 in every 100 teenage females in the U.S. suffers from anorexia, that the number is rising every year, and that college-age women make up 45 percent of all cases of anorexia. You would also note that the effects of anorexia include extreme weight loss, brittle bones, decreased pulse rate, and brain damage. In addition, you would note that despite drug therapy, hospitalization, and forced feeding, close to 20 percent of the people who are diagnosed with anorexia die from it.


But these are dry facts and figures. If you really want to get your audience involved, you will weave in some examples of people who have suffered from anorexia. One speaker began by telling about her best friend, Julie:


I was Julie’s best friend. I watched her grow from a little girl who was doted on by her parents into a tomboy who carried frogs in her pockets. I watched her become a young woman, fussing with her hair and trying on every outfit in her closet before her first date. I always wanted to be just like her.


But then something went terribly wrong. Julie’s shiny hair became dull and brittle. Her eyes lost their sparkle, and she didn’t smile that brilliant smile any more. I watched now, as she stepped onto the scale seven times a day, wore baggy clothes to cover her shriveled frame, and kept muttering about losing those last two stubborn pounds. Julie had become anorexic.


During the body of the speech, the speaker mentioned Julie twice more to illustrate different aspects of anorexia. Then, in the conclusion, she brought Julie’s story to its tragic end:


We have seen that anorexia is a serious disease with deep-seated causes and devastating, potentially fatal effects. Julie was one of those who couldn’t beat anorexia. She died when she was only 17. We will never go to college together and share a dorm room. She will never fulfill her dream of becoming a nurse. And we will never grow old living beside each other and watching our kids grow up together. Anorexia killed my beautiful, vibrant friend.


It was a powerful ending, and it left the audience stunned. By putting a human face on a familiar topic, the speaker took anorexia out of the realm of statistics and medical jargon and brought it home in personal terms. As one listener said afterward, “Because of your speech, I will never see anorexia in the same way again.”

Personalize: to present one’s ideas in human terms that relate in some fashion to the experience of the audience.

View these excerpts from Jennifer Breuer, “Dying to Be Thin.”

CD 1: Video 14.4
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Sample Speech with Commentary

The following classroom speech provides an excellent example of how to apply the guidelines for informative speaking discussed in this chapter. As you study the speech, notice how the speaker takes what could be a highly technical topic and explores it in clear, nontechnical language. Pay attention as well to how crisply the speech is organized, how the speaker uses well-chosen supporting materials to develop her ideas, and how she relates those ideas to her audience at various points throughout the speech.7
Cryonics

Speech

Jayne Richter

The time is now. Imagine your mother or father has suffered a heart attack. Deprived of its vital blood supply, a part of their heart is dying. Or imagine your grandmother or grandfather ​lying nearly motionless in their nursing home bed. Advanced age, complicated by pneumonia, is about to end their lives. Or imagine a close friend has just entered the hospital with a massive systemwide infection. AIDS has left their body ravaged by multiple diseases.


For most people, these circumstances would herald the end of life. Today’s medicine can no longer help them. But all of you may be able to meet again in the far future. Does this sound like science fiction? Perhaps. But it may one day be possible. How? Through the process of cryonics.


Cryonics is the process of freezing human beings after death in the hope that medical science will be able to revive them in the future. Intrigued by the prospect of being cryonically frozen, I’ve spent some time researching the subject of cryonics. After reading dozens of newspaper and magazine articles, I would like to give you a brief overview of the history, methods, and future of cryonics. Let’s start with the development of cryonics.


Although the idea of freezing people is relatively new, the notion of preserving them is old. In the 1770s, for example, Ben Franklin wrote that he wanted to be “immersed in a cask of Madeira wine, ’til that time when he could be recalled to life.” It was not to be, but Franklin’s dream lived on to be ​revived in our time as cryonics.

Commentary

Beginning with a series of brief hypothetical examples is a fine way to capture attention and interest. In this case, the scenarios work particularly well because they relate the topic directly to the audience.

The speaker poses two questions that arouse curiosity and get the audience further involved in the speech. Then she reveals her topic.

The speaker defines cryonics, establishes her credibility, and previews the main points to be discussed in the body of the speech. An explicit preview statement at the end of the introduction is especially important in speaking to inform.

Now the speaker moves into her first main point. The information in this paragraph provides historical perspective on the impulse for immortality that underlies the ​appeal of cryonics.

View Jayne Richter, “Cryonics.” CD 2: Full Speech
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Cryonics has been a staple of science fiction novels, the plot device in movies such as Austin Powers and Sleepers, and the subject of countless newspaper and magazine articles. Until 1964, however, cryonics remained firmly in the realm of fiction. It was at this time that physics professor Robert Ettinger argued in his book The Prospect of Immortality that cryonics was indeed possible. Three years later, on January 12, 1967, ​73-year-old James H. Bedford became the first human being to be cryonically frozen.


Ever since Bedford was frozen, cryonics has steadily increased in popularity. Currently there are four cryonic institutions in the United States—two in California and one each in Michigan and Arizona. So far 80 people have been cryonically frozen from around the world, and another estimated 800 people have signed up to be frozen when they die. Their aim is to remain frozen in a state of suspended animation—perhaps for centuries—in the hope that medical science will be able to revive them in the future at a time when cures exist for virtually all of today’s diseases and when restoration to full function and health is possible.


So you’re probably wondering how will they do it? How does cryonics work?


Currently, when a person who has signed up to be ​cryonically suspended dies, a specific procedure, which was outlined in the book Cryonics: Reaching for Tomorrow, must be carried out. First, before death, an individual must decide whether to have his or her entire body frozen or just the head. If the whole body is to be frozen, it must be preserved upon death. Immediately after death—ideally within a matter of minutes—the patient is connected to a heart-lung machine and chemicals such as glucose and heparin are circulated with the oxygenated blood to help minimize the freezing damage. At the same time, the patient’s internal temperature is reduced as quickly as possible using cold packs.


If only the head will be frozen, a slightly different procedure must be carried out. The head must be surgically detached from the rest of the body and preserved in a separate container. You may be wondering, “Why would I preserve only my head?” The answer is, with some diseases the body is in a very poor condition. If this is the case and you choose to preserve your head only, you do so with the belief that medical science will be able to create a healthy new body for you in the future.


Once the head or body is ready for freezing, a liquid called a cryoprotectant, which works as an antifreeze of sorts to help prevent cell damage, is circulated through the body or head. 
Commentary

The speaker sketches the development of cryonics in our own time. The details in this paragraph add variety, color, and interest. Imagine, for example, how much less effective the paragraph would have been if the speaker had merely said, “The first case of a person being cryonically frozen occurred in the 1970s.” The specific names and dates add depth and texture to the speaker’s ​explanation.

This paragraph completes the speaker’s first main point. Because cryonics is so often associated with science fiction, the speaker’s classmates were especially intrigued to learn that there are four cryonics institutions in the U.S. and that 80 people have already been cryonically frozen.

The speaker uses questions as signposts to let the audience know she is moving into her second main point.

The explanation in this and the next paragraph provides an excellent model of how to explain technical information in everyday, nontechnical language. Because the speaker is not an expert on cryonics, she is careful to identify the source of her information. You can view this portion of the speech on CD 1, Video 14.3.

Notice how the speaker relates the topic directly to her audience by speaking in terms of “you” and by posing the question that ​listeners are likely asking mentally.

The speaker completes her discussion of how cryonics works. Notice how she clarifies the meaning of “cryoprotectant” by comparing it
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Over a 20-day period, the patient is prepared for long-term storage by cooling the body or head to a temperature of negative 320 degrees Fahrenheit. When this temperature is reached, the patient is stored in a steel cylinder of liquid nitrogen. According to an article in Omni magazine, “At this temperature, biological function ceases and the patient will remain unchanged for hundreds of years.”


Now that we have explored the development of cryonics and how the freezing process works, you may wonder about questions such as how much it costs and whether the people that are frozen can be rethawed.


According to an article in Fortune magazine, the cost of cryonic suspension ranges from $60,000 to $125,000. It can be creatively paid for by making the cryonics institution the beneficiary of your life insurance policy. These costs may be rather steep, but as one cryonics member states, “Facing my own mortality turned out to be much harder than coming up with the cash to pay for life insurance premiums.”


But cost is not the only issue. Even if you can afford the cost of being cryonically frozen, scientists have not yet worked out all the details involved in freezing and rethawing. As explained by New Scientist magazine, the problem is that the freezing process itself inflicts a crippling amount of cellular damage by dehydrating cells and puncturing their delicate membranes. So far, there are only a few types of human tissue that can be successfully frozen and rethawed, including sperm, embryos, and bone marrow, which contain relatively few cells. It is not yet possible to freeze and rethaw complicated organs such as the heart or liver—not to mention a complete body or brain.


What scientists need is a procedure that will allow them to reduce the damage inflicted by the freezing process. And in fact scientists are currently working on this procedure. Research is being done in the hope of finding better cryoprotectants—or antifreezes—which will reduce the cell damage caused by freezing. According to the book Cryonics: Reaching for Tomorrow, scientists are also developing microscopic machines that are capable of repairing cells at the molecular level. These ​machines might one day make it possible to repair the cell damage caused by the freezing process and thus bring frozen patients back to full life. Until that time, the people that are already frozen will have to remain in their current state of suspended animation in the hope that science will one day work out solutions to the problems involved with freezing and rethawing.

Commentary

to an automotive antifreeze. This is a small point, but it illustrates the speaker’s efforts throughout the speech to communicate technical terms and concepts in ways her audience can readily understand.

A transition cues the audience that the speaker is moving to her next main point.

Knowing that cost is a common question people have about cryonics, the speaker makes sure to include it in her speech. The quotation at the end of this paragraph adds a bit of wry humor.

A signpost at the beginning of this paragraph gets the speaker into her next ​sub​point, which deals with the problems ​involved in rethawing people once they have been cryonically frozen. As in the rest of the speech, the speaker identifies the source of her information and presents that information clearly and forthrightly.

The speaker explains the efforts of scientists to find a way to reduce the damage caused by the freezing process so as to be able to bring frozen patients back to life. This brings her discussion of cryonics fully up to date and completes the body of the speech.
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In closing, we have seen that cryonics is much more than a plot in a science fiction novel. It has developed from a wholly unrealistic fantasy to the point that 80 people have already been frozen and hundreds more have made the choice to be ​cryonically frozen when they die. If scientists can ever figure out how to rethaw people successfully, we can be sure that ​cryonics will become much more popular.


So think again of your father or mother suffering a heart attack, your grandmother or grandfather dying of pneumonia, or your close friend stricken with AIDS. If they chose to be buried or cremated in traditional fashion, their physical minds and bodies would be destroyed. That is absolutely certain. By contrast, being cryonically frozen offers some small chance that they may be revived in the future. Even if that chance is small, it’s more than no chance at all.

Commentary

The phrase “In closing” signals that the speaker is moving into her conclusion. She then provides an excellent summary of the main points developed in the body.

The final paragraph relates the topic to the audience once again and unifies the entire speech by referring to the three hypothetical scenarios mentioned in the introduction. The closing sentence ends the speech on a strong note.
Summary
Speaking to inform occurs in a wide range of everyday situations. Yet it is a difficult task that requires more skill than you might think. Improving your ability to convey knowledge effectively will be most valuable to you throughout your life.


Informative speeches may be grouped into four categories—speeches about objects, speeches about processes, speeches about events, and speeches about concepts. These categories are not absolute, but they are helpful in analyzing and organizing informative speeches.


Objects, as defined here, include places, structures, animals, even ​people. Speeches about objects usually are organized in chronological, ​spatial, or topical order. A process is a series of actions that work together to produce a final result. Speeches about processes explain how something is made, how something is done, or how something works. Clear organization is especially important in speeches about processes because listeners must be able to follow each step in the process. The most common types of organization for speeches about processes are chronological and topical.


An event is anything that happens or is regarded as happening. You can approach an event from almost any angle. You might explain its origins, causes, effects, implications, major features, and so on. Usually speeches about events are arranged in chronological, causal, or topical order. ​Concepts include beliefs, theories, ideas, and principles. Speeches about concepts are often more complex than other kinds of informative speeches, and they ​typically follow a topical pattern of organization.


No matter what the subject of your informative speech, be careful not to overestimate what your audience knows about it. In most classroom speeches your listeners will be no more than slightly familiar with your topic. Therefore, you cannot assume they will know what you mean. ​Explain everything so thoroughly they cannot help but understand. Avoid being too 
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technical. Make sure your ideas and your language are fully comprehensible to someone who has no specialized knowledge about the topic.


Equally important, recognize that what is fascinating to you may not be fascinating to everybody. It is your job to make your informative speech ​interesting and meaningful to your audience. Find ways to talk about the topic in terms of your listeners. Avoid too many abstractions. Use description, comparison, and contrast to make your audience see what you are ​talking about. Finally, try to personalize your ideas. No matter what your subject, you can almost always find a way to dramatize it in human terms.

Key Terms

informative speech (366)

object (367)

process (369)

event (372)

concept (374)

jargon (381)

description (382)

comparison (383)

contrast (383)

personalize (384)

Review Questions

After reading this chapter, you should be able to answer the following questions:

1. What are the four types of informative speeches discussed in the chapter? Give an example of a good specific purpose statement for each type.

2. Why must informative speakers be careful not to overestimate what the audience knows about the topic? What can you do to make sure your ideas don’t pass over the heads of your listeners?

3. What should you do as an informative speaker to relate your topic directly to the audience?

4. What two things should you watch out for in making sure your speech is not overly technical?

5. What are three methods you can use to avoid abstractions in your informative speech?

6. What does it mean to say that informative speakers should personalize their ideas?

Exercises for Critical Thinking

1. On page 390 is a list of subjects for informative speeches. Your task is twofold: (a) Select four of the topics and prepare a specific purpose statement for an informative speech about each of the four. Make sure that your four specific purpose statements include at least one that deals with its 
Review these terms by doing the Chapter 14 crossword puzzle at www.mhhe.com/lucas8.

For further review, go to the Study Questions for this chapter.

CD 1: Study Questions
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topic as an object, one that deals with its topic as a process, one that deals with its topic as an event, and one that deals with its topic as a concept. (b) Explain what method of organization you would most likely use in ​structuring a speech about each of your specific purpose statements.

	hobbies
	sports

	animals
	music

	science
	cultural customs

	education
	technology

	media
	health


2. Analyze Jennifer Breuer’s “Dying to Be Thin” in the appendix of sample speeches that follows Chapter 18. Identify the specific purpose, central idea, main points, and method of organization. Evaluate the speech in light of the guidelines for informative speaking discussed in this ​chapter.

Applying the POWER of Public Speaking

As the manager for a local chain of coffeehouses, you have been asked to speak to a gourmet group about how to make genuine Italian cappuccino. As you write down ideas for your speech, you find that you have the following main points:


I.
First you must make the espresso.


II.
Grind the coffee beans so they are fine but not too fine.


III.
Place the ground coffee in the filter holder of the espresso machine.


IV.
Tamp the coffee once lightly to level the grind in the filter holder.


V.
Lock the filter holder onto the brew head of the espresso machine.


VI.
Activate the on switch to extract the espresso.


VII.
In addition to making the espresso, you must prepare frothed milk for ​cappuccino.


VIII.
Fill a steaming pitcher 1/3 full of very cold milk.


IX.
Place the steam vent of the espresso machine just below the surface of the milk in the pitcher.


X.
Fully open the steam vent.


XI.
Keeping the tip of the steam vent just below the surface of the milk, move the pitcher in a circular motion.


XII.
Be careful not to overheat or scald the milk, which will ruin the froth.


XIII.
Once you have the desired amount and consistency of froth, turn the steam vent off and remove it from the pitcher.


XIV.
Now you are ready to combine the espresso and frothed milk.


XV.
The normal proportions for cappuccino are 1/3 espresso to 2/3 frothed milk.


XVI.
Some people prefer to pour the espresso into the frothed milk in a ​cappuccino cup.

XVII.
Other people prefer to pour or spoon the frothed milk over the espresso.


Having taken a speech class in college, you know this is too many main points for an audience to keep track of. As you look over your list again, however, you realize that it can easily be reorganized into three main points, each with several subpoints. What are those main points and subpoints?
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